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Purpose:  
 
This guide is available to agencies, universities and public sectors and includes 
guidelines for creating specific reports that will assist program administrators in 
managing their program on a daily basis.  If a particular report listed below is only 
available in one specific program (Purchase Card – CPC or Travel – CC), it is noted. 
In addition, the reports listed in this guide are available in three data ranges. Each 
report is noted with the timeframe available. 
 
 Range of Data Available for Reporting: 
 Daily Reports= 60 Days 
 Detail Reports= 13 Months 
 Summary Reports= 27 Months 
 
For assistance with any of the reports listed in this guide you can contact the 
American Express help desk at 1-800-542-0995 Monday through Friday 8:00am 
to 7:00pm EST. 
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Sign-on Procedures 
 
Access:   
 

A master licensing agreement is in place for the Commonwealth of Virginia.  
Each entity will be given access to the enhanced reporting application through 
Department of Accounts (DOA).  You must complete the Enhanced Reporting 
Tool Request Form and fax back to DOA to begin the set up.  The reporting tool 
is modeled after the Commonwealth’s hierarchy and multiple individuals can 
be provided with access to the reporting tool.  

 
Sign-on Procedures: 
 

Step 1: Through your internet browser, access the following url: 
http://www.americanexpress.com/.  
 
Step 2: Enter your user ID and password and select “American Express At 
Work”.  Note: If you currently have access to American Express At Work, you 
will use the same user ID and password to access enhanced reporting.  
 
Step 3: Select either “Corporate Card Enhanced” or “CPC Enhanced” 
depending on which card program that you would like to report on. 
 
Step 4: Select the Corporate Card and CPC tab to access the primary area of 
the application. 
 
Please see the screen shots below that correspond to each step listed above: 
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Sign-on Procedures Steps 1 & 2: 
 

 
 

Sign-on Procedures Step 3: 
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Sign-on Procedures Step 4: 
 

 
 
 
                                       Click Here to Enter 
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Main Enhanced Reporting Screen: 
 

 
 
Changing Preferences: 
 
It is recommended that you set your preferences to list all report prompts on one page. This will 
prevent you from having to select “next” after each step in the report creation process and will save 
valuable time each time that you run a report. Please see the following steps for change your 
reporting prompts. 
 

1. From the main screen for Enhanced Reporting (shown above), select the “Prompts” link 
under the Preferences icon. 

2. Under View Prompts select the “All on one page” option and click apply. 
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Reports: 
 
 

Corporate (Travel) Card and Corporate Purchasing Card (CPC): Template 
Definition 

Title: CPC Declines/Industry Restrictions  

Description: This report will allow program administrators (PA’s) to identify the restrictions 
that their cardholders have assigned on their purchasing card account.  

 This is a great tool for PA’s to audit all their cards to ensure all of them have 
all the industry restrictions on them.  If there is a card with a restriction lifted, 
the PA should have documentation in their files as to why the restriction was 
lifted.  From this report, you can also audit the Universal ID field to ensure 
your agency number is entered in that field. 

 This report provides data for the current day and up to 59 previous days.  

Data Type: Corporate (Travel) Card, Corporate Purchasing Card (CPC) 

Report Preparation: Step 1: Select the “Shared Reports” folder. 

 Step 2: Select the “Program Mgmt. Details” folder. 

 Step 3: Select the “Limits-CPC” Report. 

 Step 4: Select “Active Account” using the add selection feature. 

 Step 5: Select your organization. You can use the drill feature here to 
control the areas of your organization that will appear in the report. 

 Step 6: Select the time period that you would like included in the report. 
Again, you can use the drill feature to select specific time periods to 
include in the report. 

 Step 7: Select “Execute Report”.  The Enhanced Reporting tool will 
automatically display a selection for your history list. The history list 
will show up to 40 reports that you have recently requested. You can 
choose to select the “Refresh Your History List” feature to update your 
report requests.  

 

The time that each report takes to complete will depend on the amount 
of data that you have requested (e.g. time period, areas of your 
organization).  
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An example of this report: 
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Corporate (Travel) Card and Corporate Purchasing Card (CPC): Template 

Definition 
Title: Proposed Limits  
Description: This report will allow a PA to identify cardholder’s that are coming close to 

exceeding their monthly transaction limits. Modifications can be made to these 
limits to prevent transaction declines and reduce the number of emergency 
calls to the PA. 

 This report will also assist PA’s in performing the yearly analysis of all 
cardholders.  This report can use 12 months of data to show you what the 
cardholder’s transaction limit and monthly limit should be set at.  This is 
calculated based on prior spend and declines.  PA’s must follow state policies 
and procedures regarding changing limits over the State guidelines set forth in 
the CAPP Manual for the SPCC cards ($5,000 a transaction and $100,000 a 
month).  If there is a need to raise the limits above these figures, the PA must 
contact DOA for approval and to make the change. 

 This report provides data for the current month and up to 12 previous months. 
 
Report Hierarchy: Financial Management - Daily 
Data Type: Corporate (Travel) Card, Corporate Purchasing Card (CPC) 
Report Preparation: Step 1: Select the “Shared Reports” folder. 
 Step 2: Select the “Program Management- Summary” folder. 
 Step 3: Select the “Proposed Limits” report. 
 Step 4: Select “Active Accounts” using the add selection functionality. 
 Step 5: Select your area of the hierarchy using the add selection 

functionality. 
 Step 6: Select the time period that you would like the view. The default 

will be for the previous 3 months. You can choose from the previous 3, 6, 
9 and 12 months spend data. 

 Step 7: Bypass the remaining selections and select “Execute Report”.  
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An example of this report: 
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Corporate (Travel) Card and Corporate Purchasing Card (CPC): Template 

Definition 
Title: Inactivity Report 

Description: This report will allow a PA to identify active cards that have not had any 
transaction activity for a specific period of time (i.e. 3, 6, 9 or 12 consecutive 
months).  The PA will then be able to research these cases to determine if the 
card needs to be cancelled. This will streamline the program by having open 
cards that are being used for valid spending activity.   

State policy for the Travel and Purchase cards encourage cards with no activity 
on them to be cancelled unless a valid reason is documented as to why the 
card must remain active.  This is an important report which should be run 
monthly to determine if there are cards which have been inactive for 6 months.  

 

 

Note: This report will be available in enhanced reporting by August 2005. 
Please continue to use your American Express Core Reporting and the Online 
Program Management tool to monitor these accounts. This enhancement will 
be communicated when it is available. 
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Corporate (Travel) Card and Corporate Purchasing Card (CPC): Template 
Definition 

Title: SWAM Report 

Description: This report will allow state agencies, universities and political subdivisions to 
easily identify their minority spend by month, by quarter or on an annual basis. 

This report is based on American Express’ Diversity ratings and not by 
Virginia’s Department of Minority Business Enterprise (DMBE) certified 
vendors.  Agencies will have to take this report and match it up against 
DMBE’s listing of certified vendors to determine which AMEX vendors are 
certified for the agency to count on their SWAM report to DMBE.  The report 
will provide supplier detail and can be exported for use internally. 

This report provides data for the current month and up to 12 previous months. 

Data Type: Corporate (Travel) Card or Purchasing Card (CPC) 

Report Preparation: Step 1: Select the “Create Reports” folder. 

 Step 2: Select the “Create Reports- Corporate Cards and CPC” link. 

 Step 3: Select the “Create Report- Account Detail Billed (CM)” report and 
hit the next icon. 

 Step 4: Unselect the following attributes: 

- Cardmember Account Number 

- Last Name 

- First Name 

- MI 

- Supplier No. 

- Charge Date 

- Supplier Reference  

- Cardmember Reference 

- Cost Center 

- Employee ID 

- Transaction Description 

Note: Leave the Universal ID Selected 

 Step 5: Select the following attributes: 

- Cntl. Acct. Name 

- Cntl. Acct. No. 

- Supplier City 

- Supplier State 

- Supplier Federal Tax ID 

- Supplier Ownership Type 

- Supplier Zip 

- SIC Code and SIC Divsion 
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 Step 6: Leave the metrics default of “Debit Amount” and “Credit Amount” 

Step 7: Select both “Active Account” and “Cancelled Account” for the 
cardmember status. 

Step 8: Select the control account level that you wish to report on. 

Step 9: Select the time period that you wish to report on. 

Step 10: Skip the remaining filters and select “Execute Report” 

Step 11: Export this report to excel and remove all “Non-Minority” owned 
supplier ownership types and internal adjustments. 

An example of the report: 
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Corporate (Travel) Card and Corporate Purchasing Card (CPC): Template 

Definition 
Title: Sales Tax Audit Report 

Description: This report will allow an agency, university or political subdivision to identify 
transactions where the supplier has not only charged sales tax but has passed 
sales tax separate from the transaction amount.  Suppliers that have point-of-
sale equipment with the capability to pass Level 2 and Level 3 data have the 
ability to pass sales tax as a separate field.  If a supplier does not have the 
appropriate equipment and they charge sales tax on a transaction, you will not 
be able to identify this since the sales tax has been included in the total 
transaction amount.  Therefore, an audit of receipts attached by the cardholder 
must be done in order to obtain thorough analysis of sales tax charged by 
vendors. 

 This report provides data for the current month and up to 12 previous 
months. 

Data Type: Purchasing Card (CPC) 

Report Preparation: Step 1: Select the “Shared Reports” folder. 

 Step 2: Select the “Transactions by Supplier with/LID Detail” Report. 

 Step 3: Select both “Active Cards” and “Canceled Cards” 

 Step 4: Select the area of your organization you would like to run the 
report for. Use the “Drill” feature to select specific areas of your agency 
(depending on your hierarchy). 

 Step 5: Select the time period you would like to run the report for. 

 Step 6: Leave the “LID only” attribute selected and remove the “Non-LID 
only” attribute. 

 Step 7: Skip the remaining selections and select “Execute Report”. 

 Note: This report can be sorted by the ROC Billed tax amount field to 
identify the transactions where sales tax has been passed. You can then 
contact those suppliers to attempt to recover the tax paid. 
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An example of this report: 
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Corporate (Travel) Card and Corporate Purchasing Card (CPC): Template 

Definition 
Title: Spend in Questionable Industries Report 

Description: This report provides an audit of cardmember spend in selected industries that 
may require further research. For example, a PA could select industries such 
as jewelry stores, massage parlors etc. to be included on the report for review.  
This is a great tool for PA’s to use to audit for inappropriate uses on both the 
Travel and Purchase cards. 

 This report provides data for the current month and up to 26 previous 
months. 

Data Type: Corporate Card (Travel), Corporate Purchasing Card (CPC) 

Report Preparation: Step 1: Select “Create Report”. 

 Step 2: Select the “Corporate Card and CPC” link. 

 Step 3: Select the “Create Report - Industry Summary (Select SIC 
Div/Cd)” option and hit “Next”. 

 Step 4: Select the following attributes; 

• SIC Division 

• SIC Code 

• Genesis Major Industry 

• Cardholder Account Number 

• Supplier Name 

• Charge Date 

Step 5: Leave the following default metrics selected; 

• Net billed 

• # of charges 

• Avg. Spend Per Charge 

Note: There will be other default metrics already selected. 
Remove all of the defaults except for the ones listed above. 

Step 6: Select the area of your organization that you would like included 
in the report. 

Step 7: Select the time period that you would like included in the report. 
The “Drill” feature can be used here to select certain time periods. 

Step 8: Highlight the “Retail Trade” SIC Division selection and hit the 
“Drill” button. This will display all of the available SIC Divisions under 
“Retail Trade”. You can then scroll through these and select industries 
that you would like to see spend for. For example, (5921- Liquor Stores, 
5944- Jewelry Stores) can be selected. You can repeat this process by 
selecting other SIC divisions and using the drill feature. For example, you 
can select Services and drill down to select (7273-Escort Services, 7297- 
Massage&Counsel). 

Step 9: Skip the remaining options and select “Execute Report”. 
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An example of this report: 
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Corporate Purchasing Card (CPC): Template Definition 

Title: Top Suppliers within Selected SIC Code 

Description: This report provides the top suppliers by spend within the selected SIC Code. 
This report can be used for supplier spend analysis and allow an agency, 
university or political subdivision to get better overall visibility to their spend. 
This data can be used for supplier rationalization and negotiation purposes in 
identifying agency needs which could possibly warrant agency contracts for 
better pricing. 

 This report provides data for the current month and up to 26 previous months. 

 

Data Type: Corporate Purchasing Card (CPC) 

Report Preparation: Step 1: Select the “Create Reports” folder. 

 Step 2: Select the “Corporate Card and CPC” link. 

 Step 3: Select the “Top Suppliers within Selected SIC Code” report and 
hit the “Next” button. 

 Step 4: Leave the default attributes and metrics that have been pre-
selected. 

 Step 5: Choose the “Top 10 Suppliers within SIC code” filter. 

 Step 6: Select “Execute Report” 

 Step 7: Select the area of the organization you would like to run the 
report for. 

 Step 8: Select the time period you would like the report run for. 

 Step 9: Select the SIC codes you want to include in the report. Note: 
There are 1121 SIC codes to choose from. You can scan the codes by 
using the arrows at the bottom of the selection box. 
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An example of this report: 
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Corporate (Travel) Card: Template Definition 

Title: Top Suppliers (CC) 

Description: This report provides the top suppliers by spend across all Genesis industries. It 
will allow Program Administrators and other personnel to analyze their T&E 
spend, move spend to preferred suppliers and negotiate better terms/pricing. 

   This report provides data for the current month and up to 26 previous months. 

Data Type: Corporate (Travel) Card  

Report Preparation: Step 1: Select the “Shared Reports” folder. 

 Step 2: Select the “Supplier Mgmt (CC)” folder. 

 Step 3: Select the Top Suppliers (CC) report. 

 Step 4: Select the number of suppliers you would like included in the 
report (i.e. Top 25 suppliers) and hit “Execute Report”. 

 Step 5: Select the area of the organization you would like included in the 
report. 

 Step 6: Select the time period that you would like included in the report. 

 Step 7: Select the industry types to be included in the report (i.e. 
Lodging, Air, Auto Rental).  Note: There are 18 industry types to choose 
from. 

 Step 8: Select “Execute Report” 
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An example of this report: 
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Corporate (Travel) Card and Corporate Purchasing Card (CPC): Template 

Definition 
Title: Address Listing Report (w/ Universal ID) 
Description: This report will provide PA’s the ability to verify cardholder address information, 

cost center field and view the universal ID field to determine if it is populated 
correctly.  Per the CAPP Topic 20355, all cards must have the agency number 
in the universal field.  This report is a great audit tool to verify that your 
cardholder’s address is correct if they don’t receive their paper bill. 

   This report provides current data for the date that the report is created. 
Report Hierarchy: Program Management- Detail 
Data Type: Corporate (Travel) Card, Corporate Purchasing Card (CPC) 
Report Preparation: Step 1: Select the “Shared Reports” folder. 
 Step 2: Select the “Program Management Detail” folder. 
 Step 3: Select the “Address Listing Report”. 
 Step 4: Select the “Active Accounts” using the add to selections 

functionality. 
 Step 5: Select the card program that you would like the report run for. 
 Step 6: Skip the remaining selections and select “Execute Report”. The 

report will be placed in your history list and can be viewed once the 
query has completed.  
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An example of this report: 
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Corporate (Travel) Card: Template Definition 
Title: Delinquency Report for Travel 
Description: This report will provide PA’s a report which will identify past due cardholder 

balances and address those accounts accordingly. This report will provide a 
snap shot of which of your cardholders have not paid their bills per their 
Employee Agreement.  PA’s should notify them to pay their bill in full or they 
have the chance of their card being cancelled.  Agencies should not have any 
cards with balances over 30 days.  Travel cards with balances over 45 days 
past due are automatically suspended by AMEX. 

 This report will provide data for the current date and up to 120 previous 
days. 

Report Hierarchy: Program Management- Detail 
Data Type: Corporate (Travel) Card 
Report Preparation: Step 1: Select the “Shared Reports” Folder 
 Step 2: Select the “Program Management- Detail” Folder 
 Step 3: Select the “Aging Balances (CM)- Interim report 
 Step 4: Select both the “Active Account” and “Cancelled Account” 

attributes using the add to selection feature. 
 Step 5: Select your corporate card program ICA using the add to 

selection feature. 
 Step 6: Select the following metrics using the add to selection feature. 

• Current 
• 30 days 
• 60 days 
• 90 days 
• 120+ days 

Step 7: Skip the remaining steps and select the “Execute Report” feature. 
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An example of this report: 
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Corporate Purchasing Card (CPC): Template Definition 
Title: CPC Declines, Daily 
Description: This report will allow PA’s to review cardholder declines in multiple categories. 

The PA will be able to identify decline patterns based on spending activity as 
well as the reason for the decline, by limit amount or industry restriction.   

 This report will show data for the current day and up to 59 previous days.  
Report Hierarchy: Program Management- Detail 
Data Type: Corporate Purchasing Card (CPC) 
Report Preparation: Step 1: Select the “Shared Reports” Folder 
 Step 2: Select the “Program Management- Detail” Folder 
 Step 3: Select the “CPC Declines Detail,Daily” report. 
 Step 4: Select “Active Account” as the cardmember status using the add 

to selection feature. 
 Step 5: Select your purchasing card program to run the report using the 

add to selection feature. 
 Step 6: Use the “Drill to Month” feature to and select the specific 

month(s) that you would like to run the report for. 
Step 7: Skip the remaining steps and select the “Execute Report” feature. 

An example of this report: 
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Corporate (Travel) Card and Corporate Purchasing Card (CPC): Template 

Definition 
Title: Spend by Tax ID Report (1099 Type Report) 
Description: This report helps clients identify the amount of spending incurred at 

unincorporated businesses (sole proprietorships, partnerships). It is sorted by 
businesses whose assigned SIC-Standard Industry Code identifies whether 
they provide services or non-services. Objective: Federal law requires 
businesses to file information returns on IRS form 1099 for each 
unincorporated vendor to whom payments are made to that are more than 
$600 for: rent, services, prizes and awards, other income payments, and 
medical/health payments during a taxable year period. This report can be used 
by the client to facilitate 1099 preparation and filing. For more information, 
contact your Tax advisor directly. 

 This report shows data for the current month and up to 12 previous 
months. 

Report Hierarchy: Create Report- CPC and Corporate Card 
Data Type: Corporate (Travel) Card and Corporate Purchasing Card (CPC) 
Report Preparation: Step 1: Select the “Create Reports” folder. 
 Step 2: Select the “Corporate Card and CPC” link. 
 Step 3: Select the “Create Report- Account Detail Billed” report. 
 Step 4: Select the following attributes for the report; 

• Supplier Name 
• Supplier Address 
• Supplier City 
• Supplier Zip 
• Supplier Federal Tax ID Number 
• Supplier Legal Status 
• Supplier Ownership Type 
• Control Account Name 
• Control Account Number 
• Note: There will be pre-selected attributes that you will have to 

unselect using the add to selection feature. 
 Step 5: Select the following metrics; 

• Debit Amount 
• Credit Amount 
• Billed Tax Amount 

 Step 6: Select both “Active Account” and “Cancelled Account” as your 
cardmember status. 
Step 7: Select your corporate card program and purchasing card program 
to run the report for. 
Step 8: Use the “Drill Feature” to select the timeframe you would 
included in the report. 
Step 9: Skip the remaining steps and select “Execute Report”. 
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Note: This report can be exported and sorted by the ownership type 
that you need for the report. This process is discussed after the 
example of this report below. 

 
 
An example of this report: 
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Corporate (Travel Card and Corporate Purchasing Card (CPC): Template 
Definition 

Title: Enrolled in MYCA 
Description: This report will allow PA’s to identify cardholders that are currently enrolled in 

Manage Your Card Account (MYCA). MYCA allows your cardholders to view 
their statement online and to receive valuable email alerts regarding activity on 
their account. You can use this report to target cardholders who are not 
enrolled in MYCA to attempt to initiate their enrollment.   

 This report shows current data for the date that the report is created. 
Report Hierarchy: Create Report- Address Listing 
Data Type: Corporate Card and Corporate Purchasing Card 
Report Preparation: Step 1: Select the “Create Reports” folder. 
 Step 2: Select the “Create Reports- Corporate Card and CPC” link. 
 Step 3: Select the “Create Report- Address Listing” report and hit the 

next icon. 
 Step 4: Unselect the following attributes: 

• Control Acct Name 
• Control Acct Number 
• Control Acct Owner 

Step 5: Select the following attributes: 
• Date Enrolled in MYCA 
• Enrolled in MYCA 

Step 6: Select “Active Account” as the cardmember status. 
Step 7: Select the level in your control account to report for. 
Step 8: Skip the remaining steps and select execute report. 
Note: You may see cardmembers that have a date enrolled in MYCA with 
a status of “No” for an enrolled in MYCA status. This will occur if a 
cardmember enrolled in MYCA but their enrollment has expired due to 
inactivity.  An enrollment will typically expire if there is no activity for 3 
months. 
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An example of this report: 
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Report Export Process: 
 
All reports that are created in the enhanced reporting tool can be exported in a variety of 
formats. This will allow you to sort and manipulate the reports further to better fit your needs. 
We will take a look at some screen shots here to show you each step in the export process. 
 
Step 1:  Select the export feature on a report that is being viewed. The export option can be 
accessed on the left hand side under the report menu as shown below: 
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Report Export Process Step 2: Select the format that you would like to export in. In this 
example, we will choose excel with plain text. 
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Report Export Process Step 3: Select the “Export” feature. You will be asked to either open 
the report or save it to a folder on your desktop. In this example, we will choose the save to a 
folder option. Note: On the screen below you will notice an “Export filter details” box.  If 
you check this option, your exported report will include the date range and other filter 
details for your report. This option is useful if you want to identify the specific timeframe 
for your report. 
 
 

 
 
 
Report Export Process Step 4: Open the report from the location where it was saved and 
perform your edits/sorts as needed. 
 
 
 
 
 
 
 



34 

Copyright ® 2002-2005 American Express Travel Related Services Company, Inc. All Rights Reserved. 
American Express @ Work is a registered trademark of American Express Company 

in the United States. 

 

 
Saving Reports into the My Reports folder: 
 
You will have the ability to save the reports listed in this guide into the My Reports folder to be 
run on a regular basis. The My Reports folder is listed on the main screen of the enhanced 
reporting tool and will allow you create a report folder and rename reports that you have 
completed. Once you have saved and named a report, you can manually re-prompt the report 
for different timeframes as needed. 
 
Note: By the 3rd quarter of 2005 will be adding functionality that will allow you 
automatically schedule your saved reports to run on a monthly basis. We will also be adding 
functionality that will allow you to share report templates that you have created with other 
agencies, universities and political subdivisions so that they do not have to recreate templates 
for useful reports. We will provide you with an updated reporting guide once this 
enhancement is in place. 
 
An example of the main enhanced reporting screen is shown below: 
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Once you have accessed a report from the History List, you will have two methods available to 
save the report. You can access the “Save As” feature from a drop down list or you can select 
the “Save” icon on the top of the report. This screen is shown below. The drop down list option 
is on the left of the screen and the save icon is on the upper right of the screen. 
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Once you have selected a save feature above you will see the screen shown below that will 
allow you to create your own folder and rename a report that you have created for future use. 
You can create a folder by typing a name and description in the “Create Folder” area. You can 
rename a report by typing a new report name in the “Save report as” area.  Be sure to hit the 
save icon after keying this data. 
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Quantification and Relative Statement Functions: 
 
The American Express enhanced reporting tool allows you to filter reports by specific 
suppliers, cardholders, cost center, product, universal ID and employee ID. This feature can be 
useful if you would like to monitor spend for specific employees and at certain suppliers (i.e, 
Best Buy). The enhanced reporting tool lists specific instructions on using this filter capability. 
An example of this functionality is shown below: 
 
Note: To use this function, click on the arrow next to “Qualify”. 
 

 
 
Resources: 
 
There a number of resources available to you as an enhanced reporting user that will assist you 
in the process of creating reports, researching errors and receiving initial training.  First and 
foremost, you have this specialized guide that walks you through creating COV specific reports 
step-by-step. 
 
You will also have access to our help desk to discuss how to create reports and to discuss any 
error messages that you may receive. You will also have online access to product update 
information that will discuss future enhancements and times when upgrades will be performed 
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to our reporting server.  These links are shown on the main page below. The links are near the 
bottom of the page just below the “Preferences” icon: 
 

 
 
 
You will also have access to an online help feature. On the main page above there is a link 
titled “Need Help?”. If you select this link you will enter a page that has a variety of links for 
information on the enhanced reporting tool. This page is shown below. Note: Once you select 
the Need Help? Icon you will then select the online help link. 
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Recorded Web Training 
Next, you will also have access to a recorded placeware session that discusses the process for 
creating the reports listed in this guide as well as information on the enhanced reporting tool. 
Information for accessing this recorded web meeting will be provided via email. 
 
 
 


